
 
 
March 19, 2004 
 
 
MEMORANDUM FOR: All OIG employees 
  
 
FROM:   Johnnie Frazier 
 
SUBJECT:   OIG Alternative Work Schedule (AWS) Program 
 
 
I am pleased to announce my approval of the OIG Alternative Work Schedule Program 
and have attached the finalized directive, which details its policies and procedures.  I ask 
each of you to read the directive carefully so that you understand the program’s 
opportunities and requirements and your responsibilities in participating. 
 
Balancing employees’ desire for flexibility with the needs of this office was our primary 
goal in crafting this program. I believe we have succeeded in doing so while remaining 
consistent with federal law and departmental policy, simplifying timekeeping, and 
establishing clear parameters and guidelines for what has heretofore been at times 
unclear. Under our AWS program, the privileges of choosing arrival and departure times 
within specified ranges and of varying your workweek remain yours, in consultation with 
your supervisor, as does the opportunity to earn credit hours in exchange for approved 
time off.   
 
The program will become effective April 4, so between now and then you must choose 
your schedule and submit the appropriate paperwork to your supervisor.  Once in 
practice, I believe you will find that any impacts on the work-hour arrangements you 
have opted for in the past will be minimal and—in the long run—advantageous to you as 
well as to the office.  I look forward to implementing AWS, enjoying the flexibilities it 
offers, and reaping the operational efficiencies it holds for OIG. 
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(including travel) but spans at least 6 hours per day, employees will 
receive credit for a full 8-hour regular workday for each training day.  

 
• If the course is held at a remote location outside employees’ local 

commuting area, employees will receive credit for a full 8-hour regular 
workday for each day of training regardless of the length of the training 
day.  If a course is held at a location within their local commuting area 
and spans less than 6 hours, employees who wish to receive credit for a 
full 8-hour workday must return to their official work site and work the 
actual hours. 

 
A. Credit Hours and Travel.  When an employee on a flexible work schedule is 

in travel status during the OIG administrative workweek he or she may not 
earn credit hours for the travel because travel in connection with government 
work is not voluntary in nature.  In other words, travel itself does not meet the 
definition of credit hours in 5 USC 6121(4), which provides that credit hours 
are hours within a flexible work schedule in excess of the employee’s basic 
work requirement that the employee elects to work so as to vary the length of 
a workweek or workday.  A supervisor may place an employee on a standard 
work schedule (8 hours a day, 5 days a week, Monday through Friday) during 
periods of travel. 

 
V. FORMS 

 
 OIG-2, OIG Employee Timesheet  
 OIG-2 (a), OIG Attendance Log  
 OIG-2 (b), Alternative Work Schedule Approval Form  
 OIG-2 (c), Alternative Work Schedule Termination Form  

 
 OPM Form 71, Request for Leave or Approved Absence – 
http://www.opm.gov/forms/html/opm.asp  

 
 CD-81, Authorization for Paid Overtime and/or Holiday Work, and for 
Compensatory Overtime - http://www.osec.doc.gov/forms/direct.htm 

 
VI. ADDITIONAL INFORMATION 
 

For more information about alternative work schedules, visit 
http://www.opm.gov/oca/aws/index.htm for federal policies, and  
http://ohrm.os.doc.gov/Leave/DEV01_000043.html for Department of 
Commerce policies.  For additional leave information, visit  
http://www.opm.gov/oca/leave/ (federal policies), and  
http://ohrm.os.doc.gov/Leave/index.html (Department of Commerce policies). 
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VI. EXCEPTIONS 
 

Should an employee face circumstances that present an extreme hardship or 
warrant a work schedule other than those authorized by this directive, the 
employee’s first- and second-level supervisors—if they agree—may develop and 
request a suitable alternative.  The request must then be submitted in writing to 
and approved by the Deputy Inspector General.  
     
        March 19, 2004 
 
Johnnie E. Frazier, Inspector General         Date  

         
                                                                

 

9 






	AWS_p8-10.pdf
	VI. ADDITIONAL INFORMATION
	VI. EXCEPTIONS




